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A difficult part of adjusting to the ne** demands of studying in 
the university setting is learning to use a library ef fectivelyC^ 
Mrs, Kam Flower end the staff of the Reference. 'Department of the 
Fogler Library heiip prepared some "self -help" materials w-hlch will 
assist you in your efforts to conquer the Li bleary and make 1^ your, 
^own. Please use this material conscientiously and never hesitate 
to ASK A LIflRARlANi * 



► the few techniques you* I I 
Library. 'The Series is self-paced 



The Library Instruction Series has been levelopied to t^ch you 

need in order to make effective use of the 
i.e., you may proceed at y^ur own 
speed, spending more time when necessary, or skipp i ng ^^i^t ions wi'th 
which you are familiar. (Each Unit in the series is foisjowed by a 
test, so be sure >cou know the material completely before^lecti ng to 
skip a section.) ^ ... 

The Workbook, an integral part of the Series, is yours to keep. 
Please write your name in the space provided* The Workbook contains 
additional and detailed examples created to illustrate or reinforce 
points rnade in th^ pamphlets and tapes. The sample questions and 
answers will helptyou to pr«)are for the tests which accompany each 
Qnit. c \ 



To begin work on' the Series, go to the Reserve Desk and ask to 
borrow the pamohfet or tape for the Unit you nfed. The^pamphfets 
and tapes include instructions tilling you when to turn to the 
Workbook to study an example, do|an 6|0<erciee, etc. When you are> 
ready to take a test, bri/^g the workbook to the Reference Desk and 
asik for the appropriate test. 

Please read the instructions on the next page. 
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INSTRUCTIONS (PiMse read) 



' This itorkbook was designed to b4\used with the Library 
Series pamphlets for Units II and III, or Audiotapes II and 
whtch are available at the Reserve Desk. 

Tape I and Pamphlet I entitled ''Finding ygur Way: '6rfi}nt 
fo the Library" contain the s<Miie fiaterlal ; the materia 
upon which you wlil >e examined: In Test !• 

> ^ V ' 

Tape II and Pamphlgt 11 entitled "Finding a Book: The Card ^ 
Catalog" contalnrthe same material ; ,the material upon 
which you i^ill |||^ examined In tfSt/IL 

^ Tape III and Pamphlet (11 entitled "Finding an Article: 

Indexes and Abstracts" contain the same 'mater lal ; mterial 
upon, which you will be examined in Test IIU . 

To prepare yourself for Test II choose eit-her Tipe M or Pamphlet 
11, depend 1 niQ upon whether you prefer to (isterv-or read. As you either 
listen or reeos^u will be directed to invest(^ga1^ specific items "or do 
sample exercjsesHfulhJs Vtorkbook. Be sure to follow through with the 
exercises/ for only by do! ng practical exercises will you be ready to 
take the accompanying test. 

Answers to the sample questions will be found on ttoe page following 
the exercise. Explanations are included when necessary. Be sure yoo 
understand each answer before going If you have any questions do 

not hesitate to ask a reference llbr||rtpn for answers. Remember, there 
is no such thing^as a dumb quesl^ionl 

When you feel sufficiently prepared, present this Workbook to a 
reference librarian who will supply yoy with a copy of the test. 
-THE TEST IS TO BE TAKEN IN THE LIBRARY. When completed, return the 
test -and answer sheet to the librarian who w4 1 1 return your Workbook 
so that you will have it to use in preparation for Unit III.. 

The tests are composed of twenty true-false or multiple choice 
questions. There are six versions of each test, so it \% possible to 
repeat a test if necessary. 

• ♦ 

Preparation for Test III follows the same procedure as for Test II. 

\ 

Remember, complete the Workbook exercises or sample questions 
beca^use they, are designed to help you, with Tests II and III, and in. 
effect are self-correcting pretests. 

Please, ^ask for assistance If needed. * ^ 



ERJC 



4 



^ ' eXERCISE 1 

EXAMPLES 

Filing Rulas 

Th# Fogler' Llbr^y uses iiiord-by-word flHng. Study the two filing 

systems ceri^fully and rtote the.dlf ferifcnces t>etween them. In the word-by 

word example note that all the words beg inifing with the word NEW are filed 

f ' - ■ 

before .the words that extend" beyond the letters N-E-W, such as Newark or 

Mawby. , 

Letter-by- letter fi ling pays no attention to where onS word stdps 
and another begins. ^ ..^ ' ' 



Word-By-Word 

New Brunswick, Canada 

New England 

New Year 

New York . 

New York Times 

Newark 

Nk^by, Percy H. 

Newfoundland 

Newsweek 



Letter-By- Letter 
Newark 

New Brunswick, Canada 

Newby, Percy" H. 

New England. 

Newfoundland 

Newsweek 

New Year 

New York 

New York Times 



Word-By-\terd 



New 
New 



New- Ye... 
New York ^ 
New York T. 
Nawa ... 
Newb . . . 
Newf . . . 
News . • • 



Letter-By-Letter 

Newa. . . 
Newbr... 
Newby. 
Newe ... 
^^ew f . ^ • 
News . % . 
Newye. 

Newyork" / 
Newyorkt. . . 



EXErtCfSE 1 
SAMPLE QUESTIONS 



Filing Rufs 



to mosj. of 



t. Ttw main card catalog locate<J on th« first floor opposite the 

Circuletl(^/Res«rv« Desk is the general 

the Library's collections. 

2. The card catalog, lists only the books in the Libr»ry. 



3. 



The Fogler Library has a divided Catalog, I.e., author and tltfe cards 
are filed together In one section and the subject cards are filed 
together in ^neither separate section, 



I 



F-' 



f 



4. Which would ybu file first in a word-by-word system? 

a.) ^Zealand b.) Newton 

5. Please arrange the tOl lowing according to the word-by-word flllrw 

systjBm. ^ 



A. New England 

. N ewsweek 

'' N ew York CJty 
^New York Times 



B. 



_Abacus •arithmetic 
_Aaron's rod 
_AarQn Cope I and 
A bad seed 



ANSWERS TO EXEfCl-SE 1 ON NEXT PAGE. 
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Answers 'to Extrcls* V 



EXCISE t 
ANSMERS 



1. IND01'. 

2. FALSE 
3/ FALSE 

♦ 

4. NEW ZEALANp 



NEW €N6LAN0 
NEW YORK CITY 
NEW YORK TIMES 
NEWSWEEK 



A card catalog -Is a library's primary Index to Tts 
holdings., • " 

The card catalog lists books, periodical and newspaper 
'titles, microforms, theses, non-print materials, etc. 

FTi^ler's catalog Is a "Dictionary Catalog" i.e., all 
cards (author, title, subject) are filed together 
info one alphabetic sequence. 

Newton would dane , second because in a word-by-work • 
system one pays attention to individual words, 
rather thafi dflsregarding word-breaks as in letter- 
by- letter filing. 

'.9 

NEW C comes before NEW Y ' 
' NEW YORK 0 comes before NEW YORK T 
N^W comes before NEWS 



AARON COPELAfC 
AARON'S ROD 
abacus: ARJTH4ETIC 
A BAO SEED 



AARON comes before AARON'S 
AA comes before AS 
AS comes before BA 

Ignore initial article "A", file in "B's" 



If any of yoiir ans.wers were incorrect please review that portion of the * 
Instruction. BE SURE you understand your error before proceeding. Do not 

hesitate to ask a reference librarFan to clqrify anything that is not clear. 

Continue to do this self-correction? reviewing; and clarifying on each 

exercise in the Workbook. 



\ 

r 
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EXERCISE 2 
EXAMPLES 



Fl I log Rules 

: — 

Punctuation marks are disregarded. 



1 1 1 fares-the land 
The I 1 1 -framed knight 
I * 1 1 go to bed at noon 
1 1 1 met by moon I Ight 
I * 1 1 storm he I I 



II fa.-.^ 
I( fr...* 
I r g... 
II m. , • 

M 



They'll cut off your project 
They're not home yet 
Theyjve shot the presl6ept*s daughter 



They 1 1 • • • 
They re. . . 
T^eyve. . . 



Abbreviations are fjl^ as though spelled out. 



^Doctor' Faustus • 

Dr. Fegg's nasty book of knowledge 

A doc'tor for*0lue Jay Cove 

The d&t/tor has a family 

Dr^ Johnson: His friends and critics 

Ooctop Johnson: His life, works... 



Doctor Fa 
Doctor Fe 
Doctor Fo 
Doctor Ha " 
Doctor Johnson: His F 
Doctor Johnson: His L 



Mtsis (uralg's face-saving exercises 
Mission to Beirut 
Mr. and Mrs. Noah 
Mister Black's secret 
Mr. Blue 

Mrs. Wapplnger's secret 



Miss C 
Mission 
Mlst^ artd 
Mister Ble 
Mister Blu 
Mrs** 



* Initial, articles (A, An, The) are Ignored. ' 

** Mrs. isjMiie exception to the r*^ule. Mrs. Is filed as Mrs, 
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Names %»g!nnlng M', Mc, Or Mac afe f I led as if spel led MAC. 



Macabe f i 1 ed as 


, macAfee 




McAd^m, Rpbert 


macAOAli^ 




MacCabe./w. G. 


macCABE 


> 


McCaleb, W. F. 
MacComnec, J^hh P. 


inacCALEB 




macCORM^ - 




McCormack, Arthur 


InacCORHACK 




MBch?^Ern$t 


macH 




Maclnnes, Col In 


. ' maclNNES 




Mack, Edward C. * 


macK 




McKay, Claude 


macKAY, CLAUDE 




-MacKay, Colin 


macKAY, COLIN 




McKay, Oavid 


macKAY, Ol^lD 


• 


McWi 1 1 lams, Peter 


tacWILLIAMS 




Macy, John 


macY 


1- . 



Numberl ar# filed as spelled out; dates filed ss pronounced* 



1660: The year of ^stqratlon 
The 6th amendment 

60*s going on 70*s 

60 centuries of skiing 

65 val I ants 



Sixteen sixtyt The year, 
Sixth amendment 
The s I xt 1 es gp i ng on . • • 
Sixty cari^urles*.. 
Sixty five val iants 



EXERCISE 2 

% SAMPLE QUEST I QMS 

Filing Rul»S ' • * 

1. Initial articles: 

A, In the folldwing whlct^ words should be disregarded? 

1. ; The Oirfcrd companion to French literature 

2. And quiet flows th« Don ^ 

*3. To kl M a mockingbird 

4. An Introduction to fiction 

5. A neglected art 

B«. Arrange the above titles as if they were to be filed in the 
card catalog. 

1. 

2- ' . . 

3. 

4. 

2. Puf>ctuation: ^ 

' . • / ^ 

A« Arrange the following as they would appear in the catalog, 

1. ^ ; We VI I to the woods no more 
2» ' ThV we 1 1 -be loved 

3. Weli: Well! 

4. Wei I dressed woman * 

5. We'll do It ourselves 

3» ^^-^ Mac I 

A, Arrange the following as they would appear in the catal^^^ / 

^^^^^^ 

1. Macau lay, Ge6rge C. % 

2. M cCarthy^ Eugene 

3. M cCartney. Paul 

4. M cAulay. John D. 

5. McAleer, John J. » 






« # EXERCISE 2 

^ SAMPLE QUESTIONS 

i I Inq Rules cont . COfT. 

4. Abbreviations: ^ f - 

Arrange following as they would appear In the catalog^ 



A. 1. St. John, Robert 

2. St. Thomas, Charles 

3. Salnt-Oenis, Michel 

* 4. ^ St. Francis Col lege • 
5. Sal nte^Beuve, Charles A. 

1^ 

B. ' 1. Or'. GrenfelPs parish 

2. Dr. Adrian 

3. Le docteur Miracle 

4. A doctor among addicts 

5. El, doctor Centeno 

^ C. 1. Mr. Adam ^ 

2. Miss Th/ptlebottom's hobgoblins , 

3. ^ Mrs. MInfver 

.4. Mistier Rain Inc. 

5. Mr. and Mrs. Cugat 



. Numbers: Arrange the following as they would appear in the catalog. 

A. 1. 100 American poems * 

2. 1,006 houses' 

3. 1,000,000 dollars 

4. One day to I Ive 

♦ B. 1 . 39 East ^ 

2. 42nd parallel 

3. ^ 76 trombones » 

4. ^ 4-40 or f ight 

5. 200 years in. Union 

6. ^ *68; a novel of presidential politics 

.DATES: 

C. 1. I 1948, year zero 

2. 1939, a novel 

3. 1918, the last act 

4. 1976, agenda for tomorrow 

5. 1922, a vintage -year 



. : '■ EXERCISE 2 

f^r\9MTS to €xercis6 2 , ' ■ ANSWERS . 

1* Ignore initial articles (A, An, Jhe, or their foreign eqiil^ents). 

A. (The) Oxford companion to French Literature 
And quiet flows tile Don . ' 

To ki 1 1 a mockfngtlrd 

(An) Introduction to fiction 

(A) neglected cat 

B. And quiet flows the Don 

An Introduction to fiction • . 

A neglejrfed cat , |p 

The Oxford companion to French Literature 

To kill a mockingbird j 

%■ 

2. Ignore punctuation. ^ 

■ A. Well-beloved- , ' Well b ' * 

, We'll do it ourselves Well do 

Wei I .dressed Moman , WeUJr 
'We'll to the wood*... 
Well! Well! WeTl w - 

3. flames I nn I^g Mc, or Mac are filed as if spelled Mac. 

A. McAleer^ John J. Mac Aleef* 

Macau lay', George C. Mac aulay, G. 

McAulay, John D. Mac Aulay, J. 

McCarthy, Eugene Mac Carthy 

McCartney, Paul Mac Cartney 

4. Abbreviations are filed as though spelled out. 

A. Saint-Oenis Saint 0... 

St. Francis Saint F... 

St. John • ^ Saint J... 

St. Thomas Sain* T. . . 

Sa i nte-Beuve Sa i nte ^ 

B; "^'"docteur Miracle , Docteur M.;. • * ^ ^ j# 
Or. Adrian^ Doctor Ad... 

A doctor among... Doctor Am... 

El doctor Centeno Doclpr C... 

Dr. Grenfell's ... Do<?t(or G. 
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Answers td Exercise 2 cont. 



:EXERCI S£ 2 
ANSWEFS 
CONT. 



.C. MIss.Thlstlebottoen 
Mr. Adam- 

Mr.; and Mrs. Cugaf 
Mlst'er Ralfi Inc. 
Mrs. Miniver 



Miss 
Mister lAd. 
Mister /An. 
Mister/R. 
Mrs. I 



5. Numbers are filed as spel led out; dates/as pronounced! 



A. Onlf day to I I've 
100 American poems 

. 1,000,000 dollars 
1,000 houses 

B. 54-40 or fight 
42nd para Hi 
76 trombones 
'68, a novel 
39 east . 
200 years ... 

C. 1918 
1948 
1976 
1939 
1922 



One day. » • 
One hundred « « « 
One ml 1 1 Ion. • • 
One thousand. / 

Fifty four - forty 
Forty second 
Seventy six 
Sixty eight i 
Thirty nine 
Two hundred 

Nineteen eighteen 
- Nineteen forty eight 
Nineteen seventy six 
Nineteen 5^irty nine 
Nineteen twenty two 
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R 1 1 1 nfl Rules ' 



EXERCISE 3 
* EXAMPLES 



' Titles b.y the same author are filed aJphabetical ly by the first word 
of the title which. Is not an article. 

Hemingway, Ernest, 1899-1961 

Across the river and Into the trees 
. Death In the afternoon ^ 
A farewell to arms 
The fifth column 
For whom the be I T to I I s 
In our tlnf)e 

Cards for books about an author are filed alphabetically behind cards 
for books by him 



Title cards 



Author^cardr 



Subdlvisip^ of 
Subject- 




Hemingway and Faulkner 



Hemingway: An old friend 
Hemingway, Mary 



Hemingway, Gregory H. 



HEMINGWAY, ERNEST - STYLE 



HEMINGWAY, ERNEST - BIOGRAPHY 



Subject cards— 



H^INGWAY, ^EST, 1899-1961 

Young^ Ph i I i p 4 
Erneit Hemingway 



HEMINGWAY, ERNEST, 1899-1961 
Algren, Nelson . 

Notes from a sea diary 



Author cards 



[ Hemingway, Ernest, 1899-1961 
! . Old man and^'the sea 



Hemingway, Ernest, 1899-1961 
Islands in the stream 



HEMINGWAY, ERNEST - CRITICISM 



HEMINGWAY, ERNEST - BIBLIOGRAPHY 



EXERCISE 3 
EXAMPLES 
CONT. 



F n I nq Rufes cont . 

Cards for .authors with the same surname but different given names are 
filed alphabetically by the given name/ 

l^olfe, Don Marlon, 1902- 

Wolfe, Donald M. * 

Wpl fe, Peter 

v^lfe, Thomas, 1900^1938 



Woffe, Thomas W. 
Wolfe, Tom 



Cards fir authors with the same surname and the same given name 
filed chronologically by birthdate. 

Gould, Jean, 1909* 
Gould, John, 1908- 
'^Gould, John, 1927- ' 
' /j3buld,:John A., 1944- * 
Gould, John D., 1923 



Author cards are filed before subject and title cards If they all 
begin with the same word. 

Glaiss, Arnold 
Glass, Paul 
• GLASS 

GilMs: A world Industry 





GLASS. BIBLIOGRAPHY 
The glass cage 
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• 1 ' EXERCISE 3 

SAMPLE QUESTIONS 

FM Inq Rul«s 

1. Arrange the following Rax Stout titles as If they were to be filed 

In t^Mj caret catalog. 

a. Five of a kind ^ 

b« Death of a doxy 

c. A fami ly affair 

d'. The broken vase ^ - 

e. Some burled Caesar 

2. Arrange the following names as If they were to be filed. 



a. Hugh 

t>. Rose/ James 

c. Rose, J. Holland 

d. Reset Jerome 

e. Rose, J. 

f. Rose, Jerome G. 



Arrange the following, names as If they were to b4 filed.- 

^, 

a. Siilth, John 1618-1652 

' b. Smith, John 1784-1865 

c. Smith, John 1612- ? , . 

d. Swlt^, John 1924- 

«. Smith, J<?hn 1580-1631 

3. Arraoge the following as if they were to be filed. 

a. RtCE 

b. Rlee,John 

c. RICE - BIBLIOGRAPHY 

d. • Nice and man 

e. Rice, Wi 1 1 lam , ' 

4. Books about an author are f i led after books b^ him. T/F 

5. Cards with the same subject heading are fil«d alphabetical I y. by 



• 
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EXERCISE 3 

Answers to E^^ercise 3 * • ANSWERS 

1. Titles by a single- author are filed alphabetically by the first word 

of' the title which is not an art+ele. 

* * 

Th# broken vase 

Death of a doxy • * 
A fami l-y affair 
Five of a kind 
Seine, bur fed Caesar 

2. Cards for ^authors with Identical surnames are filed alphabet lea My by 

the given name. 

Rose J. • 
• ADSe J. Hoi land 

Rose J. Hugh ' 
Rose, James 
Rose, Jerome • 

Hose, Jerome G. % * j^^^l 

Cards for authors with Identical names are fNed chronologically by 
birthdate. 

Smith, John 1580-1631 
Smith, iot^ 1612- ? 
Smith, Jot\n^ 1618-1652 
Smith, John 17S4-1865 
Smith, John 1924- * 

* 

3. Author cards are filed before subject and title cards whenthey all 

begin with the same word. 

Rice, John 
Rice, Wi 1 1 iam 
RICE 

Rice and man 

RICE - BIBLIOGRAPHY 

4. True. Books about an author or hfs works are ^Med after works by him. 

ABOUT after BY 



5. 



AUTHOR. File identical subject heading cards alphabetlca,l ly by author's 
surname. 



EXERCISE 4- 

. * EXAMPLES 

Th9 Catalog Card 

jf Information on catalog cards is standardized and a lot can b« faarcwd 
by axaiRLning onav In many casas you can taarn anough from the card alona 
to aith^ 1^1 imYmata tha jtiook or dacida you want to axamina It mora closaly. 

T^a basic catalog antry Is callad a MAIN ENTRY, Tha main antry con- 
tains •n particulars /or tha complata Idanti float ion of tha work. Tha 
nein antTY cArd Is usually tha author card and contains- tha author's nana 
and datas If aval labia;. It can also ba tha nama of an agancy, organiza- 
tion or Institution, In which casa It's rmfmrrmH to as a corporata antry. 

An axampla of a main antry card Is raproducad balow. 



AUTHOR'S 



NAME 



TITLE 



CALL 
NUHeCR ; 
This Shows Y 
whara tha V 
book Is 
sh« I vad 

OESCRIP- 
tlVE NOTES * 
Informa- 
tion about 
tha book 



164 
B47 



V Mairta. 
Tba fonay lida of 



Handalsuii. Ktw Twk. Crowall (19TS, 
A p. tarn. 21 cK. nab 

STDOXAXT: A collKttM jokn Md rtMOm 



hj Utirin Bwgar and J. B. 
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XABC 



▲0 



TRACINGS ; 
Subject areas 
treated by 
the book 



IMPRlFfT : 

Place of pub I ica- N 
t ion, pub 1 1 sher, \ 
date of pub I i cat ion 



IS 

• 



EXERCISE 4 
' EXAMPLES 
CONT. 

Th£ Cat af log Card cont > ^ . ^ 

The IMPRINT 4 nformatlpn includes: the p lace of publ ication, publisher, 
and pubTication date. (This is the information you use when you cite a 
book in a term paper bibliography.) 

DESCRIPTIVE NOTES follow the imprint. These my tell you the number 
of pageSy and if asJt>ook has a bibliography, maps, illustrations, diagrams, 
is part of a series, etc. 

TRACIFGS are foun<J'near the bottom of the card in very fine- print. 
Among other things tracings show which subject headings were selected 
for that particular work. You can, check these subject headings I h the 
card catalog to see If the Library has additional works on the tQ()ic. 
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Th# Catalog Card 



EXEROJSE 4 
SAMPLE QUEST I.ONS 



HQ 

S36 ^ 
B47 

1973 



Amtricttn familt beharior. bv Jmi^ Bernard. New 
Voriu RuM^II Sk RiimpII ,19m. clM2, 

ss. niM ». Ulna. S3 fat 

Baprtat o< #0. pnbllaM bv Barp»r. Xav Tork. ia 
Harpat'A mial pH#afr «arW < 
lartaAia MliUcwrapaical rtff 



m»-tMi I. Tlila. 



rHQ&MLB4T lf»73] 



.1OL42'00T3 



MARC 



1. From th# card r*pro<Juc0d above fill in tha following blanks. 



a. Titia 

b . Author 

c. Publishar 

d. Nuiaaar of pagaa 
a. . Cal I numbar 

f. Placa'of publication 

g. Original data of publi^tion 

h. Is thara a bibliography? 
I. * Ara thara picturas? 

j. Is it part of a sarias? 



Yas 
"Vas 



No 
No 
No 



2. >fhich card is usually the Main Entry card?, • 

3. Whara on tha catalog card ara tha dascriptlva notas found? 

A. What-^i\f ormat i on on tha card would you naad to cfta that book in a^ 
bibliography? 

'5. You can gat an idaa of tha books cootanti by axamining tha ^^^^^ 



ERIC 
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■ EXERCISE 4 
ANSWERS 

Answers to ExY'cls« 4 . 

1. a. Title: American family behavior 

b. Author; Bernard, Jessie Shirley 

c. Publisher: Russell & Russell 

d. Pages: 564 

e. Call number: HQ 536 B47 1973 

f. Place of publ Ication: New York ^ 

g. Original pub I i cat i on date : 1942 

h. Yes, ••bibliographical references" Hsted Mn descriptive notes 

i. Yes, i riustrajions indicated in descriptive nofes 
J. Yes, Harper's social science series 

2e Th« AUTHOR card is usually used as tha MaiTi Entry card. 

>3. Dfscrlptlve notes' are found In the tenter of the card belciw the Iniprint 
Infonnet Ion. 

4. Author, title, place of publication, publisher; date of publication. 

5. TRACINGS indicate subjects treated by the book, though these should 

never be treated as e complete Index of the contents-. 



21 



EXERCISE 5 

^ SAMPLE QUESTIONS 

The C^rtj Catalog ; Author and Title Entries 

The following can be answered from the card catalog: 

1« What \$ the number on the drawer In which you Would look to determine 
If the Library has eny books by Jimmy Cart(^r? 

■* 

2. Does Qesil Jackson's book Supersonic have • subtitle?^ 

3. What Is the title of Karl Kopp's bo6k which was published by Baleen 

Press? } 

4. Is there a bibliography in Fidel Castro's book Revol ut lonarv 

Itrcteqie, 1947-1958? 

5. Do^s the G. B. Shaw anthology entitled Four Plays contain the play 

"Captain Brassbound's Conversion"? 

'6. What is the title of Joel Eastman's. MA thesis? From wh ich department 
did' he receive hfs degree? " ' 

7. \*ho wrote Eaters, of the Dead? 

8* How many page$ are there In Quipus and Witch's Knots ^ 

9. Parachuting for S^rt is part of what series? ^ * 

10. Mlracl» of Al I Life ; Value In Biology Is n^t a book. What fs It? 



EXERCISE 5 
' ANSWERS 

An'swrs to ExTclse 5 



|. Or8*»«r 1-251 

, t ' 

3. Yarbrough Mountain ^ , 

4. Yes. Listed In descriptive notes. 

5. Yes. Listed In descriptive notes. 

. 

6. History of Katahdin Iron *<orks " % 
History and Goyernwent Oeparhfient. Listed in descriptive notes. 

7. Michael Crlchton 

8. tSdflff). Listed In descriptive notes. ^ 

9. Modern Aircraft series. Listed In descriptive notes. 
10. Slides 



, • * EXERCISE 6 

* EXAMPLES 
^ The Card Catalog : Subject Entries 

In addition to autlior and title cards in the catalog, subject cards 
are made wrrJch reflect the contents of the book and enable a 'user to locate 
material on a topic when specific titles or authors* names are not known. 

Subject headings are typed or printed in capitals on the top line of 
the catalog l^ard and it is filed in one alphabetic sequence al<»ig with the 
author, title, etc, car<^, 

Catalogers are aided in assigning subject headings by use of volumes; 
entitled Library of Congress Subject Headings . These volumels direct users 
to correct or usable headfngs. 



The following is excerpted from Subject Vieadlnqs and Is labeled for 
your review: 



boldface ^ usable heading 


Social 


prediction (KN24) 


sa 


Social Indicators 


sa ' see also 


X 


Prediction, Social 


XXvi see also from 




Soc i o 1 og i ca 1 p red i ct i on 


XX 


Forecasting 
Social indicators 


X « see 




Sociology 






Sociology-Statistical methods 


"sa" and "xx" indicate 




usable headings. They 






sr^w relationships and 






may be used to enlarge 






or narrow a topic, 

0 




• 



"x" is not used. !t Is 
a directional reference, 
telling the user which 
term to use instead. 



Exercise 6 
examples 

CONT. 

The Card Catalog : Sub iact Entries cont . — , 

^Another methtod to use In narrowing a search it to use the sut>- 
divisions attached, to subject headings. Often It Is more efficient to 
search for information djrectly relevant to your need (i.e., a subtopic) 
rather. than^consu It a general work. ^ 

Subdivisions ire filed alphabetically whether they are headings 
whi^^eflect subject, form (e.g., bibliography, dictionary, handbook), 
period (dates arranged chrdhological ly), or geography (country, ^tate, 
town, etc. ). ^ ^ . 



^ . EXERCISE 6 

Th^ card Catalog : Subject Entries SAMPLE QUESTIONS 

1. In order to find a book on a particular subject you must know a tttTe^ 
^ or an auth^^r. who has written (n that field. j^Y es |-^ No 

2'. Ccfpies of the Library of Congress Subject Headings volumes* are located 
^+ a nd in the , D epartment, * 

Use Library of Congrws Subject Headings. .for the followingr 

3. Utider what heading should youjook'to find information on: 
Beekeeping # . * 



Ice hockey 
Sex and drugs 
MountaincI imbing 
Sports injuries 



4. Would recycling be the byst heeding to check for information On 

recycl ing paper? ^ * 

5. What heading is suggested for information on post World War II Russian 

economic conditions? * # 

6. List the broader headings suggested by LCSH for: 

BIr+h control 

Boisonous plants ^ 

Space photography ^ ~ ^ ' 

7^, List the narrower headings suggested^by /LCSH for: 

) Outdoor co<*ery , . 't ^ 

\ Succulent pfants T \ 
Jute > 

8, NaM two ways to narrow a search 

a- b. ' ^ M • 

^ . : — 1 

9. Name a way to broaden a search, - 

lO.- If you Were' Interested in the behavior of chlmpanraes, according to 
Library of- Congress Subject' Head I ngs what heaUing would yQu check 
first? 



EXERCISE 6 

Answers to Exercise 6 ANSWERS 

1. No. Most books have subject cards In the card catalog which reflect 

the content of the book. It^ Is possible to look up a subject 
wltt^ut knowing either authors or titles. 

2. CaMU catalog . 
^ Reference Department 

^. Bee culture 

• Hockey 
' Drugs and sex 

Mountaineering 

Sports*- Accidents and Injuries 

4. No. Paper recycling would be better. % 

5. RUSSIA - ECONOMrC CONDITIONS • 1946-1958 

6. Birth control * Eugenics 

F?ml I y size , , 

Hygiene, sexual 
Population 
. Sexua I eth 1 cs 

.Poisonous plants = Botany , ^ 

Economic botany ^ 

Chemistry, Med I car and pharmacological 
Plants 

• Poisons 

Space photography * Astronomical photography 

• ' • • Photography 

7. Outdoor cookery » Barbecue cookery* 

Camp stoves 
Cookery (WI Id food) 



Succulent plants = Cactus 

"~ ' * D5ger*f flora 
Xerophytes 

te « Bagging 
Tw 1 ne 



M; 



8. "sa", "dash" 

9, "xx" 

P 

10. Chimpanzees ^ behavior r 
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EXERCISE 7 
EXAMPLES 



Additional Catalog Cards 

There are cards in the card catalog which inci ude^irvformation similai 
to that of LCSH , They are caUed) cross-reference cards and function to r^e 

users to usable or related subject headings. They look like the following 

lb . 

samples: 



I 

•9re 



COOKBOOKS 
COOKERY 



CALCULATORS 
see also 
READY-RECKONERS 



As you can see these cards merely give: ^ ' 

1. The correct heading when you are looking under an Incorrect one*. 

2. Additional possibilities to check. 

OPEN ENTRY cards should indicate that an item is on standing order, 
i.e., it is purchased yearly, or whenever a new'edltlon is issued. Often 
these are followed by a check card listing the volumes available in the 
Library. 

JOINT AUTHOR cards enable a user to locate an item irr the card 
catalog without knowing the name of the primary author. 

PERIODICALS cards list onlv the title of journals owned by Fogler. 
PSEUDONYMS. Books are I isted under the author's real name with a 



cross-reference from his pen-name. 



EXERCISE 7 
SAMPLE QUESTIONS 

Addltlof^ l Cata I oq Cards 

The fo 1 1 QwTng questions can be answered at t^j§ card catalog. 

Cross-reference cards «• 

K 'What heading should be checked for books on the Western 
Insurrection of 17947 

2. What^ hiding shoul<;^ be checked for books on bicycling? 
^pen Entry , Cards 

3. When did the Library first begin receiving Current Biography? 
. Does It look as If we have a complete run to date? 

4. How many volumes of Contemporary Literary Criticism do we have? 

When did it begin publication? 

Joint Author Cards 
' 5. Who Is the primary author with John E. Elliott? 

6. Name the authors of Measuring the effect of advertising . Who 

Is considered the Joint author? 

Periodical Cards ^ 

7. According to the card catalog do we have &|oerlodlcal entitled 

Defensif What Is unusual- about our run^ 

8; According to t^na card catalog do we havev^ periodical entitled 
' \ ' the Maine To wnsman? Where does the card tel I you to go? 

Pseudonym Cards g 

~ —9. — What ^loee tNN- cata^log 1 1st as beingjfR4 chard St^rK^s rea I nafiie? 

#10. Who 'were Frederic Dannay and Manfred Bennington Lee? 
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EXERCiSE 7 
ANSWERS 

Answrs to Extc i s« 7, 

1. Whiskey Insurrsctlon, 1794 

2. Cycl ing 

3. 1940, Yes ' . - 

4. 8 vols., 1973 

5. Grey, Arthur L. 

6. Corklndale, David 

Kennedy, Sherrll (joint author) 

7. Yes, continued «$ V I ctory 

8. Yes, to Special Collections , , 

9. Donald E. Westlake 
10. El lery Queen 
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EXERCISt 8 
EXAMPLES 

Can Numbed 

Every book Jn th« Library has a cal l nuinbar which indicates whena it 
is shelved. The call number Is located In ttve upper left-hand c^^r of 
the catalog card*. * 

Charts which tell you where various call numbers are shelved are 
located near the card catalog and on each floor of the stacks. 

Some books are shelved In special locations. Location symbols are 
sometimes attached to call nur^rs. These books will be found in the 
special I oca 1 1 cm » not in f^ie general stacks. Consult the ^hart posted 
near the card catalog for the exact area. ^ 

Arrangement of the she I ves 

The Fogler Library uses two classification systems to arrange books 
on the shelves. 

% 

A Oawey Oeciir^l Classification System call nuinber looks like this: 

370.15 , ^ 

B37 % 



A Library of Congress Classification System call numb^ looks like thi?: 

1051 

637 \ 
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'J "EXERCISE 8 

\ EXAMPLES 

Can f*mb9fnt cont . ,} CONT. 

Omfi call numbars all shalved In ordar by nuwbar on tha first Una, 

1.7 1 



338.7 I. 369.2 370.15 378.76 

than In ordar by tha*Uopnd I ina. Tha sacond Una Is wiposad of first a 
lattar or lattars and than a nuwbar which Is traatad as If tha numbar 
*»ara a daclaal . 

370.13 370.15 370.15 370.15 

F5 , 8275 B37 f493 

«« this axanpla 837 comas aftar B275 bacausa .37 Is largar than .275. ^ 

NUMERICAL ORDER 370.15 370. V5 

ALPHAemCAL AND DECIMAL ORDER B275 BSl 



Library of Congrass call numbar* ara shalvad In alphabatlcal ordar by tha 
lattar(s} on tha first I Ina, 

L LB LB RJ 

than In ordar by tha nthtt^ orf tha sacond Una, 

\\ 

L LB'. LB RJ 

901 10»l' 1051 504.2 

than In orjiar by tha third Una. Tha third Una Is traatad as if it 
wara a dactwel . 

L IB LB RJ 

.901 1051 1051 504.2 

PJ 8275 837 B47 

In this axampla 837 comes aftar 8275 bacausa .37 Is larger than J^275. 

aCphABETICAL ORDER .LB LB LB LB 

NUMERICAL ORDER . . . . X . . . 987 1051 1051 1987 

ALPHABETICAL AMD DECIMAL ,^)ER . 837 , 8275 837 8275 
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EXERCISE 8 
SAMPLE QUESTIOMS 

Call NuwbT« • . 

1. Classification sch«<ws°such as th« 0«w«y OecKnal and Library of Congress 
systws arrange books on the shelves by . . ? 



2. On a catalog card where Is the cal I number located? 

3. li^ert woul<l you find a book with a call number beginning: 

A. 1. 530.9 

2. 749.1 

3. 333.3 .; 

4. 176.5 I 

B. 1. QO 921 

2. RC 636 

3. PC 2497 

. 4. HD 4215.7 * 

C. 1. ^f 7 

2. Fol lo OC 33.7 

3. Main* 

4. Juv 

5. CC or Cole 

4. Arrange tHt following call numbers In shelf order. 

a. 709.7 g62 

b. 70$. 7 683 

c. 709.7 G793 

d. 709.7 G823 

5. Arrange the follo>«lng call numbers In shelf order. 

a. E 78 N78 

b. E 78 N79 

c. E 78 N779 



EXERCISE 8 

* e , - ANSWERS 
An$wr« to ExTcIf 8 • 

1. S(«J£CT 

2. UPPER-LEFT 

3. A. I. 2B , 

2. 2 

3. 2 

4. 38 

B. 1. 2B 

2. 1 

, 3. 3B • • , 

4. 2 

J C. 1. Raf«r«nc« collection, R«ferenc« Room, Uv«l 1 

2. Ovvslztd volume, at the end of the "D's" on Lev»l 2 

3. Maine collection. Special Collections, Uvel 3 

4. Juveni le col lection. Learning Materials Center, Level 3 

5. Clinton Cole Maritime collection. Special CoMections, Level 3 

4. 709^7 709.7 709.7 709.7 
6793 G82 G823 G83 



0 



5. iE E E E 

78 78 78. 78 

N779 . N78 N781 • N79 
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EXERCISE 9 
SAMPLE QUESTIONS 

Tff R»adT's Guide to Per tod lea I LitTatur« 

Using the following citation from volume 35 of the Reader's Guide ; 

Going places, finding things along the coast of Maine. 
N. M. Richardson. II House & Gard 147:14 Ag '75 



1. What Is the title of the-artlcle? 

2. Who Is the author of the article? 

3. What is the complete n^jme of the Journal In which this article 

appears? 

4. What does "I I" stand for? 

5. What do the following stand for? ■ 

a. 147 

b. 14 

d. Ag 

e. '75 



EX£RC>S£ 9 
ANSWERS 



hn%¥%r% to Ex»rcls» 9 



1. Th« title Is "Going places, finding things along the coast of 

Maine." 

t * 

•> 

f 

2. The author's name is N. M. Richardson^ 

\ 

3. House aftd Garden . "Translations" of abbrevla-Tlons are listed In 

thi front pages of the Index- volume. 



4. Illustrations. This and other common abbreviations are Msted In 
the front of thf Index volume. 

5. These are standard elements of a periodical Index citation. They are: 

a. Votune 147 

b. Page * 

c. ♦ means that the article continues beyond p. 14 

d. Ag Is the abbreviation for August 

e. '75 stands for 1975 



i 
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EXERCISE IQ 
SAMPLE QUESTIONS 



The Priodlcals P|-lntout 



1. Using the (Priodlcals Printout where ivould you go to find the 

following: 

a. 1974 issues of "Journal of Dental Education" 

b. "FAO Fisheries Circular" #125 

\c. 1934 Issues of "In the Maine Woods'* 
Id. 1964 Issues of. the "ISA Journal" 
^. "Journal of EcoMmIc Literature" 
\. 1970 issues of "9ie New York Times" 
g. ,1975' issues of "Microform Review" ' 

Recent issues of "McCalls" 
i. Recent Issues of "Journal of Environmental Quality" 
j\ Recent issues of "PlementarY School Journal" 

2. Microfiche and microcards are stored on open shelves available to 

the publ Ic. T F • 

If an orticle yodi' want Is on rinlcrofllm, paper copies can be made 
on a rtoder/pr Inter. T * F ' ' 

• * 

4. Magazines do not circulate outside the building. T F 

5. You would find the "Journal of the American Medical As80c)atton^ 

filed In the "J" section of the Periodical Stacks on Level 2. ♦ 



Answers to Exircls# 10 



EXERCISE 10 
• ANSWERS 



1. a. Bangor Coovnunity Col l^ge, Bangor, Maine 

b. Darling Canter^ Malpole, Maine 

c. Special Collections, Leve4 3 / 

d. Periodical Stacks, Level 2 

eT Index and Abstract section. Reference Room 

f. . Microfilm, Microforms Room, Level 2 

g. * 14icrofiche, Microforms Room, Level 2 

h. Oakes Room, Level 1 y « 
\. Current Periodicals Room, Level 2 

Periodicals Desk, Cqrrent Periodicals Room 



2. FALSE. 



3. 



FALSE. 



FALS€. 



Because of potential fi ting errors if placed in a public 
area, microfiche and ihlcroprint are stored In a closed 
collection and must be requested from the attendant at 
the Microforms Desk. 



TRUEL Paper copies can be made from microfilm and microfiche. 

The Library is not equipped to make copies from microcards 
which are opaque. 



Up to four (4) Journal^may be borrowed for o^efnight use. 
MagazFnes held behind the Desk never circulate. 

Magazines published by organizations are filed under the 
name of the organization. In this example the Journal 
Mould be filed the **A*s" under "^r lean Medical 
Asrsociatlon. Journal." 
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Answers 



to Exercl^ ll 



EXERCISE 11 
ANSWERS 



1. a. iS3 stands for "short." Tha New Yorl/ Times Index Includes an 

estimate of the length of all articles, Itf) ^tands for medium 
* and (L) for long. / * 

b. Hr is the abbrlviation for the month of HUrch 

c. 20 is the twentieth day of March 

(L. IV stasds for Section Am 
e; . 8 rndicates tttat^t^ article Is on page 8 
. ' 2 means that yon ¥\ \ I find the article In column 2 



2. There were five* (5) articles on the University pf Ma^ne llst^ In 
the 1976 vol I 



3. Collifle of the Atlantic. 



4. a. Oakes Room 

J). Current Periodicals Room 
X. Periodicals Desk 



A 



a. Reference Aoon% Index and Abstract Section 

b. Reference Room " * * . 

c. Reference Room " • ^ " 
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